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Introduction

Installing analysis toolpak for Excel

Common EXCEL day to day tasks

How to use EXCEL formula?

How to find average of a given set of results?

What is the use of Goal seek command?

How do we concatenate in excel?

How can we extract data from the web in to EXCEL continuously?
How can we convert row data in to columns?

How can we implement validation on an EXCEL cell?

You want to split MA12345-890 in to MA12345 and 890?

How do we calculate actual working days excluding Saturdays and Sundays?
How can we implement common size reports using EXCEL?

How can we create multi-dimension reports?

How can we add subtotals in EXCEL?

How can we implement complicated search and calculation on huge data?
How can we format data on certain condition?

You want to password protect your EXCEL file?

How to import files in EXCEL received from third party?

How can we compare text in EXCEL?

How can we capitalize the first letter of a string?

Some useful text manipulation functions in EXCEL

How can we automate a repeatable task in EXCEL?

How can we insert image in EXCEL?

Can you explain VLOOKUP?

How can we create a dropdown in an EXCEL column?

How can we do SUM according to criteria?

How can we extract unique records from a given list?

How can we use an IF condition in EXCEL?

How do we round up and round down financial amounts?

How can we do a Sum and Product ?

How can we change simple numbers in roman numbers?

How can two users work on the same EXCEL sheet at the same time?
How can we send an EXCEL as email attachment in outlook?

How do we find number of occurrences in a given set of data range?
For given set of student marks, we need to find the rank?
Investment, loan and Interest calculation

How can we calculate compounding interest in excel?

How do we calculate future and present value for series of cash flow?
What are data tables and how can it helps us?



To achieve 61051 INR after 5 yrs at 10% interest rate what should be the yearly investment
amount?

How do we calculate number of years for given rate of interest and loan value?
How do we calculate rate of interest?

You have two models of investments you want to know which is the best?
How can we compare a business plan investment with fixed rate returns?

How do we calculate a value of a bond using excel?

How can we calculate Current yield, YTM and YTC for bonds?

You have two stocks how will you decide the investment strategy for the same?
You have three stocks you want to choose two stocks with diversified investment?
Deprecation

How do we calculate straight line depreciation?

What is double declining depreciation?

How do we calculate depreciation using ‘sum of year digit’?

How can we calculate depreciation for a certain time period?

Forecasting and data analysis

Theory about forecasting

How can we do linear forecasting using EXCEL?

What are the different other ways of linear forecasting using EXCEL?

How can we represent linear regression in a graphical format?

How can we perform multiple regression using EXCEL?

Template

Power point Question and answers

How do we create a template for our presentation?

How can we make notes while making presentations?

How can we add previous, next and help button in presentation?

During presentation you want the slide to move automatically?

You need to create an organization chart depicting managers and workers?
How can we show a continuous process cycle diagram in power point?

In one of the power point slides you want to show relation between elements?
We want to show pyramid structure of data during presentation?

How can we draw Venn diagram in power point?

Which shape should we select for target diagrams?

When the slide transitions from one slide to other slide you want to give a dynamic transition?
How can we insert graph charts in power point?

How do we implement paragraph animation in power point?

While doing presentation you want to have sound and movie effects?

Word questions and answers

How can we prepare table of content in a word document?

How can we track changes in a word document?

You want to put confidential in your word background?

How can we define and header and footer in word?

How can we add graphical charts in word document?

How can we specify a password for a word document?

Can you explain mail merge and its practical use?



Outlook

You want to go on a holiday how do we send an auto reply?
You want to stick reminder notes in your desktop?

You want to create a signature which you would like to send in every email message?
You want to setup a task and monitor the same?

How can we create a distribution list?

How can we setup meeting request using outlook?

You want to ensure that emails sent have been read?

You want enable polling in your organization using outlook?
You have got some emails which you want to follow up?
EXCEL Short cut reference

Second Edition of MS office Questions and Answers

Other Questions and Answers books written by us

NET Question and Answers

Java Interview Questions



What's in the CD

e Fully automated accounting application using EXCEL (AccountingxIs)
e EXCEL compare tool from http://www4topscom/ compares data and formulas
(4txlcompexe) Below is a simple screen shot of the same

F1 4TOPS Compare Excel Files
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Figure:-EXCEL compare

Career Path institute

We are proud to announce that we have opened our own computer institute in Mumbai We
take courses for EXCEL for both corporate as well as freshersShivprasad Koirala and Sham
personally conducts these courses, please mail shiv_koirala@yahoocom for further details

Features of the book

e This book covers common day to day MS office (Excel, word, power point and
outlook) problems in question and answer format The best part of the book is it does
not have too much and it does not have too little It concentrates on the basic routines
which will be used every day Just by reading 100 questions and answers you can
minimize your MS office issues by 50%



e Full dedicated chapter on Investment, loan and interest calculations This chapter covers
in detail bond calculation, stock investment strategy, Future value and present value

e Depreciation is one of the common calculations needed in all business worlds We have
dedicated a complete chapter to calculate depreciation using methods like straight line,
double decline and sum of year digit

e Forecasting is one of the most important activities for any organization We have done
full justice for the same by explaining regression methodologies like linear and multiple
regressions

e To unleash the power of EXCEL automation we have tried to build a simple accounting
package using EXCEL The same is provided in the CD so that readers can further
explore the same

e Full chapter dedicated on common problems like concatenation, subtotal, complicated
search, average, macros, rounding and lot more

e Covers detail list of short cut keys which can speed up your EXCEL work

e The best part of this book is that it directly talks about the problem and solution, due to
which it takes out the actual knowledge juice of EXCEL rather than hitting around the
bush

e Complete dedicated chapter for power point to improve your presentation skills

e Microsoft word is one the most important tool used when it comes to documentation
Full justice is done to this tool by dedicating a complete chapter for Microsoft word

e Microsoft outlook is the most common way of sending and receiving emails One
complete dedicated chapter on outlook which will help you to increase productivity on
this product

e This book is best suited for people who work with MS Office extensively This book
will come as an eye opener for managers, accountants, businessmen’s, sales, marketing
and lot more
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Introduction

This book is dedicated for all those people who have spent nights on office products (Excel,
Word, power point and outlook), doing tasks which could have been made simple by using
simple techniques We are sure you will find easy ways to tackle your day to day office issues
with ease once you read this book We have organized this book in a question and answer
format by which you can analyze how it best fits to your problem scenario We have tried to
keep the book as small as possible so that we do not load you with extra burden and only focus
on the most needed formulas

So the best way to read this book is by reading the index and trying to map your problem with
the question We will not recommend any one to read the book from start to finish

If you have solved any complicated problem using this book please email me at
shiv_koirala@yahoocom and if you know about a problem which you have solved by using
simple EXCEL formula, do let us know about it

We hope you spend more time with your family, rather than in office doing manual EXCEL
tasks, which can be automated with ease

Installing analysis toolpak for Excel

As this book has advanced function we need to install the “Analysis toolpak’ for the same To
install analysis toolpak click on tools - Add-IN’s You will be popped up with a screen as
shown below Check the “‘Analysis toolpak’ and click ok and we are ready



Add-Ins

add-Ins available:
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Figure: - Add-Ins installation



